UNI TED STATES DI STRI CT COURT
NCORTHERN DI STRI CT OF | NDI ANA

| NSTRUCTI ONS FOR FILING A QA VIL RIGHTS
COVPLAI NT UNDER 42 U.S.C. § 1983

W encl ose one bl ank § 1983 conpl aint form one bl ank petition
and affidavit for | eave to proceed w thout prepaynent of fees and
costs, one blank sumons form and one U S. Marshal service form
(USMe85). Your docunents will not be accepted unl ess they conform
to the following instructions. THESE | NSTRUCTI ONS ARE d VEN TO
SI MPLY, QUI CKLY, AND COMPLETELY ASSI ST YOQU. PLEASE READ CAREFULLY.

1. You must submit to the clerk an original conplaint; that
i'S, no carbon copy, no xerox copy, or other methods of copying are
acceptable. Your conplaint nust be filled out in pen or typewiter
and signed inink. If you wishto have a file-stanped copy of your
conplaint returned to you, please submt a self-addressed, stanped
envel ope, or you will not receive a copy back.

2. In order for the conplaint to be filed, it nust be
acconpanied by a filing fee of $250.00, except as provided in 3
bel ow:

3. If you cannot prepay the full filing fee and service
costs, you mmy petition the court for |eave to proceed w thout
prepaynent of fees and costs. You nust conplete and sign, under
penalty of perjury, the enclosed petition and affidavit for |eave
to proceed wthout prepaynent of fees and costs. This does not

need to be notarized. Each plaintiff nust conplete a separate
petition and affidavit for |eave to proceed w thout prepaynent of
fees and costs. |If you are incarcerated, the prison nust fill in

the anmpunt in your prison trust account and provide you with a copy
of a ledger showing all withdrawals and deposits to your account
for the last six nonths. If you do not submt a 6-nonth prison
trust account |edger, your conplaint will not be filed and wll
only result in a delay of consideration of your conplaint by the
court.

4. The Prison Litigation Reform Act of 1997 significantly

i npacts prisoner cases. |If the court lets you proceed with this
case in forma pauperis; that is without first paying the filing
fee, you will still be responsible for paying the entire $250

filing fee even if your case i s subsequently dism ssed or ot herw se
termnated by the court. Further, the institution in which you are
incarcerated is automatically authorized to w thhold 20% of your
nonthly incone and forward that noney to the clerk’s office each
nonth until your entire $150.00 filing fee is paid. This provision
applies to each case you file.

5. Al parts of the conplaint and the petition for |eave to
proceed w thout prepaynent of fees and costs nust be conpletely
answered. |If any portion of the conmplaint or the petition is not
applicable to your lawsuit, put "NA" (not applicable) in the




appropri ate space.

6. In order for your conplaint to receive consideration by
the Court, it nust be legibly handwitten or typewitten, and it
must set forth in clear, concise form the answer to each
appl i cabl e questi on.

7. Al papers nust be signed by the plaintiff. If there is
nore than one plaintiff, each plaintiff pust sign all the papers
submtted to the court. They need not be notarized; however, each
plaintiff nmust attest under penalty of perjury that the conpl aint
is true. You are warned that any fal se statenent of material facts
in your complaint or in your petition and affidavit to proceed
wi thout prepaynent of fees and costs my subject you to
prosecution, conviction, and/or dismssal of your case and a
possi bl e fine.

8. You nust fill out the conplaint formin the space which
has been provi ded.

A) You may use extra space ONLY on Part | to fully list the
nanes of all the plaintiffs and defendants in your
lawsuit, on Part Il to describe any previous | awsuits you
m ght have filed, and on Part IV to |list additional
specific allegations.

B) YOU MUST STATE THE FACTS OF YOUR CLAI M ONLY I N THE SPACE
PROVI DED UNDER PART V. Just state the facts, you SHOULD
NOT gi ve any | egal conclusions or |egal argunents. Keep
t hings short and to the point. Take lots of time to
wite, rewite, and rewite again the facts of your
claim on your own paper,until you can fit it in the
space provided. Get to the heart of your conplaint
Several paragraphs, with dates, places, and nanes, shoul d
usual | y be enough. The courtstrongly di sapproves of any
clainms stated outside the space provided.

O You nust state your request for relief only in the space
provi ded under Part VI.

9. If, at any tinme, you request the clerk to send you
information, you nust provide the clerk wth a stanped, self-
addressed envel ope. If you want a copy of any docunent you submt

for filing to be returned to you, you nust send the original and
one copy of the docunent so that the original is filed into your
case file and the copy file-stanmped and returned to you in the
sel f - addressed, stanped envel ope you have provided us.

10. Al plaintiffs nmust advise the clerk of any change of
addr ess. Failure to notify the clerk of change of your address
could result in the dism ssal of your case.

11. If the court lets you file your conplaint w thout paying
the filing fee, or if you have to pay a partial filing fee, the U



S. Mrshal wll serve your conplaint and sumons on the
defendant (s) for you; however, you wll then be responsible for
sending a copy of any and all docunents you subsequently file with
the Cerk of the Court to each defendant, or his attorney who has
filed an appearance or filed an answer in your |awsuit.

12. Al'so enclosed is a sunmmons form |f you are paying the
$250.00 filing fee, you may conplete this format this tinme and
returnit tothe Cerk's office to be issued by the court. It wll
then be returned to you, and it will be your responsibility to make
servi ce of your conpl ai nt upon the defendant(s). The sunmons i s the
instrunment that |lets a defendant know of the newy filed lawsuit in
which he or she is named as a defendant and gives them the
opportunity to answer your conplaint within a certain anount of
tinme.

13. If your conplaint isfiled by any neans (you did not have
to pay the filing fee, you had to pay a partial filing fee or you
paid the entire fee) you nust prepare, and have the clerk issue,
sumons directed to each defendant within 120 days of the file date
of your conplaint or your conplaint is subject to dismssal,
pursuant to Federal Rules of G vil Procedure 4(m.

14. Wien all of these forns are properly conpleted, mail them
all together, in one group to the appropriate Cerk’s Ofice -
addr ess shown bel ow

FOR THE FORT WAYNE DIVISION:

OFFICE OF THE CLERK

UNITED STATES DISTRICT COURT
1108 E. ROSS ADAIR COURTHOUSE
1300 S. HARRISON STREET

FORT WAYNE, IN 46802

FOR THE HAMMOND DIVISION:

OFFICE OF THE CLERK

UNITED STATES DISTRICT COURT
5400 FEDERAL PLAZA, SUITE 2300
HAMMOND, IN 46302

FOR THE SOUTH BEND DIVISION:

OFFICE OF THE CLERK

UNITED STATES DISTRICT COURT
102 ROBERT A. GRANT COURTHOUSE
204 S. MAIN STREET

SOUTH BEND, IN 46601



FOR THE LAFAYETTE DIVISION:

OFFICE OF THE CLERK

UNITED STATES DISTRICT COURT

214 CHARLES HALLECK FEDERAL BLDG.
230 NORTH FOURTH STREET
LAFAYETTE, IN 46601



